
STATE OF CALIFORNIA  BILL LOCKYER, Treasurer 

SCHOLARSHARE INVESTMENT BOARD  
915 CAPITOL MALL 
P.O. BOX 942809 
SACRAMENTO, CA   94209-0001 
(916) 653-3100 

 

JOB OPPORTUNITY BULLETIN 
 

Class:      Staff Services Analyst 
Tenure:  Permanent 
Time Base: Full-Time 
Salary:  $2873 - $4671 
 
Final filing date has been changed. 
No need to reapply if you have already done so. 
 

 
Under the supervision of the Staff Services Manager II and the guidance of the Staff Services 
Manager I (Specialist), the Staff Services Analyst makes recommendations on a broad spectrum 
of administrative and program-related issues for the ScholarShare Investment Board 
(ScholarShare).   
 
DESCRIPTION OF ESSENTIAL FUNCTIONS: 
 

• Works closely with journey level analyst(s) and assists in preparing request for proposals 
(RFPs) for consultants and program manager; assists in vendor selection; assists in 
developing requirements for the various contracts and sponsorships; monitors progress 
and compliance to contracts. Provides technical and consultative assistance to inquiries 
that require knowledge of the ScholarShare policies and procedures. Assistance includes 
telephone calls, written communication and personal meetings. Assists in performing a 
wide variety of complex, technical, consultative, and analytical administrative support, 
which may include budget and expenditure planning, systems development and audit 
support. Assists in developing and implementing Board’s policies and procedures. Assists 
in drafting and amending program regulations. Assists in preparing detailed Board 
materials and reports; assists with briefings with Board members and member staff. 
Advises management of potentially sensitive or controversial issues, including remedies 
and recommendations. Analyzes reports, studies and projections provided by contractors 
including investment consultant and the 529 industry consultant; determines 
appropriateness of information; and makes recommendations to management. 
 

• Performs outreach to local and state government agencies, education partners, non-profit 
community groups and other interested parties; negotiates and develops sponsorship and 
marketing documents with corporate partners, local and state government, and others.  
Arranges and attends meetings, prepares and delivers presentations, coordinates outreach 
events, and other activities related to promoting saving for college. Travels statewide to 
make presentations and provide information regarding saving for college and access to 
college; offers information, assistance, and recommendations to agencies to expand the 
program’s reach amongst state, local government, and private business employees; 
expands outreach efforts targeting low and middle income households via presentations 
and school outreach efforts aimed at increasing participation in ScholarShare. 
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• Research, develop and consult with management, colleagues, partners, and consultants 
on outreach and marketing materials for statewide distribution including written, web-
based, video, and multi-media presentations. 

 
To view a copy of the duty statement, please visit www.treasurer.ca.gov/careers.  
 
DESIRABLE QUALIFICATIONS: 

• Ability to work cooperatively with others including staff and the public. 
• Initiative, resourcefulness and good judgment. 
• Good work habits and dependability. 
• Ability to travel and work occasional weekends and evenings. 
• Familiarity with computers and Microsoft products. 

 
CONDITIONS OF EMPLOYMENT:  
Fingerprinting and Background Check are required. 
 
WHO SHOULD APPLY? 
Individuals who possess the qualifications listed above and have employment list eligibility as a 
Staff Services Analyst, or are interested in a lateral transfer or reinstatement, may apply. Should 
have you any questions, please visit www.jobs.ca.gov.  
 
This position is subject to SROA clearance policies. Surplus employees who meet the 
requirements are encouraged to apply. Employees in the State Treasurer's Office, and Boards, 
Commissions, and Authorities are encouraged to apply if interested in the position. Only the most 
qualified candidates will be interviewed.  
 
Please state the source of your eligibility (i.e., list eligibility, SROA or surplus employee, 
reinstatement, etc.). Please provide proof of meeting the educational requirements of the 
classification you are applying for (i.e. college degree or transcripts of completed number 
of units or degree obtained). If you do NOT indicate the source of your ELIGIBILITY you 
may not be considered for an interview. Also, write “SSA 302-001-5157-004” on your 
application. 
 
FINAL FILING DATE: 
State applications will be accepted until filled.  No faxed or emailed applications will be accepted. 
 
SUBMIT APPLICATIONS TO: 
 

Michelle Bell 
Personnel Office 
State Treasurer's Office 
915 Capitol Mall, Room 538 
Sacramento, CA  95814 

 
IF YOU HAVE ANY QUESTIONS, PLEASE CALL: 
 

PUBLIC (916) 653-3100 
CALNET (916) 453-3100 

http://www.treasurer.ca.gov/careers
http://www.jobs.ca.gov/
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